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Google	  Doc	  Basics	  
	  
Once	  you	  have	  set	  up	  a	  Google	  account	  and	  created	  your	  Google	  Doc,	  you	  should	  find	  the	  layout	  and	  
functions	  basically	  similar	  to	  your	  normal	  word	  processing	  programs.	  	  But	  there	  are	  some	  key	  
differences	  between	  Google	  Docs	  and	  Microsoft	  Word,	  for	  example,	  so	  the	  following	  how-­‐to	  guides	  can	  
provide	  quick	  and	  easy	  tutorials	  on	  the	  basics.	  
	  




This	  overview	  from	  Google	  offers	  an	  easy-­‐to-­‐follow	  overview,	  with	  visuals	  and	  examples,	  of	  how	  
to	  get	  started	  and	  master	  the	  basics.	  
	  
2. Eight	  Things	  Every	  Teacher	  Should	  Be	  Able	  to	  Do	  with	  Google	  Docs	  
	  
A	  relatively	  self-­‐explanatory	  title!	  	  This	  provides	  another	  overview	  of	  the	  basics,	  including	  
getting	  started	  with	  a	  Google	  account	  and	  connecting	  your	  Docs.	  
	  
3. Google	  Docs	  in	  the	  Classroom	  
https://www.teachingchannel.org/videos/fostering-­‐student-­‐collaboration	  
	  
A	  brief	  video	  from	  the	  Teaching	  Channel	  that	  focuses	  on	  how	  to	  encourage	  productive	  
collaboration	  on	  writing	  assignments	  with	  Google	  Docs.	  	  Although	  the	  profiled	  classroom	  is	  at	  
the	  high	  school	  level,	  the	  ideas	  translate	  well	  to	  higher	  education.	  
	  
4. Three	  Quick	  and	  Easy	  Google	  Docs	  Ideas	  for	  Your	  Classroom	  
	   http://ditchthattextbook.com/2013/08/29/3-­‐quick-­‐and-­‐easy-­‐google-­‐docs-­‐ideas-­‐for-­‐your-­‐
	   classroom/	  
	  
	   Offers	  exactly	  what	  the	  title	  promises.	  	  The	  three	  suggested	  ideas	  are	  excellent	  ones;	  highly	  
	   recommended	  reading.	  
	  
5. 5	  Ways	  to	  Use	  Google	  Docs	  in	  the	  Classroom	  
	   http://gettingsmart.com/2012/12/5-­‐ways-­‐to-­‐use-­‐google-­‐docs-­‐in-­‐the-­‐classroom/	  
	  
	   This	  article	  includes	  information	  on	  how	  to	  use	  the	  forms	  available	  in	  Google	  docs	  to	  produce	  
	   low-­‐stakes	  quizzes	  for	  your	  students,	  and	  on	  using	  the	  drawing	  tools	  available	  in	  the	  application	  
	   to	  create	  visuals	  such	  as	  concept	  maps.	  
	  
James	  M.	  Lang,	  Ph.D.	  
http://www.jamesmlang.com	  
Twitter:	  @LangOnCourse	  
	   	  
Types	  of	  Google	  Docs	  Assignments	  
	  
	  
Student	  Comments	  	  
	  
Perhaps	  the	  simplest	  model.	  	  Course	  readings,	  presentation	  materials,	  or	  instructor-­‐created	  resources	  of	  
any	  kind	  can	  be	  put	  into	  a	  Google	  Doc	  prior	  to	  class.	  	  Students	  can	  be	  assigned	  to	  comment	  on	  the	  




In	  this	  model,	  the	  instructor	  might	  create	  a	  document	  that	  students	  will	  then	  have	  the	  responsibility	  for	  
revising	  in	  class.	  	  So	  the	  instructor	  might	  create	  a	  skeletal	  version	  of	  a	  lecture	  presentation	  as	  a	  Google	  




Create	  a	  presentation	  topic	  and	  an	  audience	  (i.e.,	  students	  are	  making	  a	  pitch	  to	  a	  local	  business	  about	  
how	  to	  use	  social	  media	  to	  improve	  their	  sales).	  	  Put	  students	  in	  groups	  and	  assign	  each	  group	  one	  
aspect	  of	  the	  presentation	  to	  create.	  	  Once	  they	  are	  complete,	  the	  class	  works	  together	  with	  the	  




In	  a	  similar	  way,	  create	  an	  assignment	  which	  requires	  a	  piece	  of	  writing	  in	  response	  (i.e,	  students	  are	  
collaborating	  on	  a	  campus	  newspaper	  article	  reporting	  the	  results	  of	  new	  research	  in	  your	  field).	  	  	  Assign	  




Sample	  student	  essays	  are	  loaded	  into	  Google	  Docs	  prior	  to	  class.	  	  Students	  are	  assigned	  to	  provide	  
comments	  on	  each	  other’s	  work.	  	  Class	  time	  can	  focus	  on	  discussing	  the	  rationale	  behind	  the	  various	  
comments.	  	  
	   	  
Sample	  Assignment	  
	  
I	  assigned	  students	  in	  my	  Creative	  Nonfiction	  course	  to	  co-­‐author	  an	  essay	  about	  the	  “hidden	  places”	  on	  
our	  campus.	  	  I	  had	  contacted	  the	  editor	  of	  the	  student	  newspaper	  before	  class	  about	  publishing	  our	  
essay,	  so	  the	  students	  had	  a	  strong	  incentive	  to	  demonstrate	  our	  best	  work.	  	  We	  spent	  one	  class	  period	  
brainstorming	  the	  places	  that	  we	  would	  write	  about,	  determining	  the	  groups,	  and	  allowing	  the	  groups	  to	  
choose	  their	  desired	  location.	  	  Their	  homework	  for	  that	  night	  was	  to	  visit	  the	  place	  they	  were	  writing	  
about	  and	  take	  as	  many	  notes	  as	  possible.	  	  During	  the	  next	  class	  period,	  they	  worked	  together	  to	  draft	  
their	  sections.	  	  Our	  first	  draft	  was	  much	  too	  long	  for	  the	  space	  we	  had	  been	  given	  in	  the	  newspaper,	  so	  
we	  spent	  a	  final	  class	  period	  together	  working	  on	  their	  editing	  and	  revision	  skills	  by	  cutting	  it	  down	  to	  
size.	  	  Much	  to	  their	  delight,	  the	  piece	  was	  eventually	  published	  as	  a	  feature	  in	  the	  campus	  newspaper.	  
	  
The	  image	  below	  should	  give	  you	  a	  quick	  glimpse	  of	  the	  basic	  features	  of	  Google	  Doc.	  	  The	  first	  
comment,	  to	  the	  right,	  is	  one	  that	  I	  have	  “published”	  and	  the	  students	  are	  then	  able	  to	  “resolve”	  by	  
making	  the	  requested	  correction.	  	  The	  second	  comment	  is	  still	  open,	  which	  means	  the	  students	  won’t	  
see	  it	  until	  I	  hit	  “comment.”	  
	  
Note	  as	  well	  the	  “Share”	  button	  up	  to	  the	  right,	  which	  allows	  me	  to	  e-­‐mail	  links	  to	  the	  document	  or	  
open	  it	  up	  for	  access	  to	  different	  audiences.	  
	  
	  
	  
	  	  
	  
	  
	  
	  
	  
